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What is iSupplier (eProcurement)?

- New Real-Time Online Purchasing System with Data
Export

- Replaces Existing Processes and Systems

- Required for Doing Business with City of Chicago

- Full Service System Allows Agencies to:

Manage Review & v gggl;lélrts / Commpﬁicate
A Delegate Re§p_on(_l to Invoice for wit
gency Info. Solicitations Paym ent Departments
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General Functions and Roles

Register Organization
Maintain Organization Information in iSupplier
Delegate Agency * Research RFP Solicitations and Submit Proposals

Create and Submit Payment Requests

DPS Register Delegate Agencies in iSupplier

O B M Manage Delegate Agency eProcurement Process
Provide Technical Assistance and Training

NN N

D6|eg ate/G rantee Develop and Manage RFPs and Programs

Provide Program-Specific Technical Assistance and Training

Department Review Vouchers for Processing

F”"]ance Process Payments

NN



Delegate Agency iSupplier (eProcurement) Training

Material 4

iSupplier Site

L Registration
UFinding and Responding to RFP’s
dTraining Information and Alerts

HTTP:/WWW.CITYOFCHICAGO.ORG/EPROCUREMENT

CURRENT BIDS OHLINE TRAINING SIGN UP FOR DPS ALERTS
MATERIALS

LOGIN/REGISTER,


http://www.cityofchicago.org/eprocurement
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Registration and Requirements

All vendors must have:
- Federal Employer Identification Number (FEIN)

- IRS W9 for registration and confirmation of vendor business
information.

- Vendor Names MUST MATCH Articles of Incorporation

New Delegates /Grantee and Existing Delegate Agencies

https://www.cityofchicago.org/city/en/depts/dps/isupplier/v
endor-reqistration.htmli



https://www.cityofchicago.org/city/en/depts/dps/isupplier/vendor-registration.htmli
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Login

- Self Management — Password Resets

CITkYG-”CHICAGO

Bai ce .

* User Name

(example: michasl.jamessmith)

* password

(example: 4u95v23)
Login | Cancel

Login Assistance
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ISupplier Homepage

Worklist:
« RFP Draft
« Online Messaging
+ Addendum Updates/Notification

Main Menu:
-1 Manage Administration

- Invoice Creation
Contracts
View Payments and Create Vouchers

- 2 Respond to RFP

CITYorCHICAGO  E-Business Suite: SAPPHIRE

interprise Search IAII | Go Search Results Display Pr

Oracle Applications Home Page

) A
Personalize Full List
B B cty of chicago iSupplier Portal with From Type Subject Sent Due
lnvoic_e%& % There are no notifications in this view.
E Home Page ¥ TIP Vacation Rules - Redirect or auto-respond to notifications.
& ety of Chicago Online Bidding g v TIP Worklist Access - Specify which users can view and act upon your notifications.
B0 Sourcing 2

D Sourcing Home Page
D Worklist
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ISupplier Portal

Home: Main Menu

Orders: All History of Approved Contracts and Releases (Real-time)
Admin: Agency Contact Information, Addresses, and Document Uploads
Finance: View Vouchers, View Payments, and Create Invoices (Real-time)

CITY0rCHICAGO  iSunniier Porta

Admin | Finance

FullLit

*Actual Copies of Contract and Payment Information are Only Available for Iltems Initiated in iSupplier (eProcurement)
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Admin Portal — General Information

Home | Orders | Shipments{| Admin | Finance

. |Genera| - General
+  Company Profile Organization Name Chicago Test Vendor DUNS Number 1234567890
> Organization SupplierNumﬁer 1021758 FEN 12-4356789
Alias Country of Tax Registration
0 Address Book Parent Supplier Name
0 Contact Parent Supplier Number
Directory
 Attachments
Search

Note that the search is case insensitive
Tite | 6o
Show Mare Search Options

Add Attachment...

- Type Descripton  [Category  |lastUpdatedBy |LastUpdated |Usage  [Update Delete [Publish to Catalog
Insurance Certification Expires 2018.09 File  General Liability ~From Supplier 20-5ep-2017  One-Time | 2 i [
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General Requirements

All Delegate Agencies are required to upload and maintain an active status for
the following documents in the iSupplier portal:

< Articles of Incorporation
< Insurance
< SAM Registration Status
< State Good Standing Letter
<-Board of Directors
< Financial Statements (updated annually)
< Signature Authorizations
< Cost Allocation Plan (if indirect cost is included)



Admin Portal — Create User Accounts

CITYorCHICAGO isupplier Portal

R N Navgator v B Faworites ¥ Home Logout Preferences

Profile Management

s General Contact Directory : Active Contacts

s Company Profile Create
o Organzaton  FrtName LastName  Supplier Name « Phone Number [Email Status User Account Addresses Update
S . DEBORAH'S PLACE Cutent .
;redorv DEBORAHS PLACE Current '
S Business DEBORAHS PLACE . Current )
Gassifications DEBORAHS PLACE Curent '

DEBORAHS PLACE Current v )

Gaylen  McClam DEBORAHS PLACE  312-744-0358  [grayeln.meclarn@cityofchicago.org | Current v
DEBORAHS PLACE ) Current v
Gaylen  McClam DEBORAH'S PLACE Graylen.McClarn@dityofchicago.org  Current v

Bl G ) | D EED | G G | G
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Admin Portal — Create User Accounts

* Indicates required field
Contact Title F * Phone Area Code  |312
* First Name  |Graylen * Phone Number |555-5555

Middle Name Formats 3003000
Phone Extension

[Cancel | | Apply |

* Last Name [McClarn

HMI_ Alternate Phone Area Code |
Job Title I Alternate Phone Number I

Fax Area Code
Department

Email Address |graylen.meclarn@cityofct Fax Number I

Inactive Date |
(example: 26-Jun-2019 19:45:00)

url |

Create User Account for this Contact

* Supplier Name |DEBORAH'S PLACE Q
* Username |Graylen2 .
} d | Users Must Create 2 Unique Username for Each Account Created.

User Notifications

[ Certification Reminders

Responsibilities

Select All | Select None

§electllﬁpunsi:ity Application
| City of Chicago Online Bidding Sourcing

City of Chicago iSupplier Portal with Invoice Creation iSupplier Portal
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Helpful Reminders and Tips

- Administration of Organizational Information — Maintain Updated and
Accurate Information

- Updating Agency Information and User Access —

- Remember to Enter Email Address Before Granting Access to Organizational
Users .

- Assign Proper Responsibilities (Online bidding and/or Invoicing)

- When applying for one RFP with multiple components, a unique
Username is required for each component, unless otherwise
instructed by the City Department

- Deactivate Users when a person leaves the organization
- Create Internal Controls to Assign Proper Responsibilities

- Do Not Share Login Information and Passwords
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Helpful Reminders and Tips

- Sent from City’s Address:
WorkflowMailer@cityofchicago.org

- If Users do not receive emall, check spam, blocked emalils, or
contact your organization’s IT person for assistance

- If iIssue Is not resolved, contact
CustomerSupport@cityofchicago.orq

- Do not delete attachments
- Name all attachments properly

- Review FAQ’s for additional information


mailto:CustomerSupport@cityofchicago.org
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Who to Contact for Assistance

- Questions on Registration:
CustomerSupport@cityofchicago.org or (312) 4357

- eProcurement for Delegate Agencies:
CustomerSupport@cityofchicago.org or (312) 4357

- Training Materials (Documents and Videos):

https://www.cityofchicago.orqg/city/en/depts/dps/isupplier/online-
training-materials.html



mailto:CustomerSupport@cityofchicago.org
mailto:CustomerSupport@cityofchicago.org
https://www.cityofchicago.org/city/en/depts/dps/isupplier/online-training-materials.html
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Useful Links

City of Chicago Search Online:

http://webapps.cityofchicago.org/VCSearchWeb/org/cityof
chicago/vcsearch/controller/agencySelection/begin.do

Vendor/Delegate Agency Registration:
https://www. c1tvofch1cago org/city/en/depts/dps/isupp
lier/vendor-registration.html

Funding Opportunities:
https.//www.cityofchicago.org/city/en/depts/dps/isupplier/current-
bids.html



http://webapps.cityofchicago.org/VCSearchWeb/org/cityofchicago/vcsearch/controller/agencySelection/begin.do
https://www.cityofchicago.org/city/en/depts/dps/isupplier/vendor-registration.html
https://www.cityofchicago.org/city/en/depts/dps/isupplier/current-bids.html

